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About The SpinSitc Service 

SpinSitc is an easy-to-use, browser based website builder that simplifies & speeds the website design process. No Internet 
experience is required to produce your own beautiful, professional, and feature rich website. With an easy to use editor, 
adding content on Mac and Windows is as easy as using a standard word processor. Plus, since its an online tool, there's no 
software to maintain. 

Don't be afraid to try different options in order to become familiar with your new website. Everything you do to your site can 
easily be changed and most of the changes that you make can be abandoned by selecting "Cancel Changes". Understanding 
and using the variety of options and features contained in your SpinSite website will enhance your visitors experience while 
at your site. Try adding content and then deleting it. Try changing your theme, font sizes and font color. Add a page and a 
menu then try linking some text. 

This document assumes that you have begun to create your website. 

1.0 Administrator Requirements 

1.1 Browsers and Platforms 

When you log in as the administrator to add content or make changes to your website you must be using a current 
Internet web browser with a Flash player installed. Visit: http://www.spinsite.com/index.php?pageid=2372 frequently 
in order to review the most current browser and Flash player requirements. Links to upgrade browsers and the Flash 
player are also available. 

When viewing your site your visitors may use any browser version they wish. 

1.2 Recommendations 

Though not required, a high speed Internet connection will enhance your Administration efforts by allowing you to 
communicate more quickly with your SpinSite website. Since all changes are communicated through Internet to your 
SpinSite account, your browser window must refresh to display many of the changes you will make and having the 
ability to refresh at high speed will save you time. 

1.3 Signing In 

As the administrator for the website, you must sign-in to make changes to the website. When you created your site you 
selected a user name and password. You were then Emailed a confirmation message confirming the user name and pass- 
word you chose, ff you can not remember your password visit your site and initiate the Sign fn routine. Select Forgotten 
password and a new one will be Emailed to you. 

Once logged in as an administrator you will see a Site Tools Bar at the top of the page and blue buttons and borders stra- 
tegically placed around the page. These administrative tools are not visible to the public. 

Site visitors will only need to sign-in at your site if you have created a discussion forum they want to use. 

1.4 Pop-up Menus 

SpinSite takes advantage of pop-up technology to offer you a wide variety of options while keeping the clutter on 
your screen to a minimum. Clicking a blue options button will bring up a pop-up menu. These pop-up menus show 
the options that pertain to the page, row, or content that you are addressing. Click the 'Help' button at the bottom of the 
menu for details on each menu option. 

1.5 Getting Around - Navigation Systems 

Your SpinSite website uses a primary and secondary navigation configuration which, in application, is very similar to 
Chapters in book (Primary Navigation) and pages in a chapter (secondary navigation system). Once created, your site 
will contain two Primary Navigation menus, "Home" and "About Us" The "Home" menu will contain a web page called 
"Welcome" and the "About Us" menu will contain one page called "About Us" and another page called "Contact Us". 
Click on the menu and page names to navigate around your site. {The number of start-up pages can vary from theme 
to theme) When signed in as the administrator you will see the SpinSite Tools Bar and blue options buttons that, when 
selected, allow you to perform various tasks on the page. 
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1.5.1 Menus and Page Links 

Menus are the main categories of your site, and are used to group pages. Clicking on a menu link will take you to the 
first page assigned to that menu. Once there - additional pages assigned to the menu you are visiting will be visible. 
Click on the page links to go from page-to-page under that particular menu 

See section 2. 1. 6 for Reordering or re-naming menus and their links, and moving links to other menus . 

1.5.2 Rows and Columns 

SpinSite defines your page in terms of Rows and Columns to allow you to intuitively place content exactly where you 
want it. By default, each new page created in SpinSite has one row. Additional rows can be added to the page, and each 
row can contain between one and four columns. Columns can be resized individually to provide endless configura- 
tion options for each page. Content can be moved from one row/column location. Formatting Columns is discussed 
in section 3.2.1 and Moving Content is discussed in section 5.2.8. 

1.6 Publishing 

Added and / or modified content remains hidden from public view until you are satisfied with your contents look and 
click the "Publish" button. 

1.7 View Modes 

While signed in as an administrator you can view your site in three different modes. 



< HIDE TOOLBAR 



Click and Hold to Move Toolbar -» 1 





Only content and configuration changes are concealed from public view. Moving content is a live change and is effective 
immediately. 

1.7.1 Edit Current Page 

When you choose the "Edit" View mode you will see the blue options buttons within the page content. When 
selected, these buttons produce the pop-up menus required to add, configure or modify your content. 

1.7.2 Preview Changes 

Once you've made changes to your content you may want to preview them before making them public. Preview 
mode hides the blue popup buttons and borders. Although these buttons are relatively small they can shift your 
content. When you are satisfied with your changes you can publish each component individually, or choose the 
"Publish All Changes" button on from the tool bar. 

1.7.3 Public Content 

After you add or change content you will see a 'Publish' popup button next to the content that you updated. Clicking 
this button shows the publish options. You may choose to cancel your changes or commit them to public view. 

2.0 Site Tool Bars 

The Tool Bars are only visible when you are logged in as the administrator and are therefore never visible to your visitors. 

2.1 Site Options 

Are presented on the primary SpinSite Tool Bar and include the tasks that are required to control the overall perspective 
for your site. 

2.2 Page Options 

Are selected from the top right hand corner of your page. When selected each button will return a different pop-up option 
menu. 
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CURRENT VIEW MODE Slt« Options 

# EDIT YOUR RAGES 

# PREVIEW CHANGES 

# PUBLIC CONTENT 



I* 9 (N s 0 llil 

Options Uploads Themes Users Menus Products Statistics 




Options: 

Uploads: 

Themes: 

Users: 

Menus: 

Products: 

Statistics: 



□ - - ■■ 

Site Options such as Site Title, Logo, searchable Keywords. 
Image and non-image uploads. 

Change your theme or theme color. All content and options on your site is preserved. 
View, Modify, or Delete users that have regtsered on your site. 

Change the title or order of menus and sub-menu links on your site. You may also remove pages from 
navigation. 

Manage Hems for sale on your site (Coming Soon) 

View how many unique visitors you have had to your site. 




Page Options: 

Add Row to This Page: 

Delete This Page: 



Set options for the current page. Page options consist of Title, Background Color, Visibility 
options, and Modification Rights. 

Adding rows to your page give you unlimited layout flexibility. Each row can have a different 
number of columns, each with different widths and colors. 

Perminately delete the current page and all content within it. 



2.1.2 Options 

Selecting the Options Button opens the Site Information window to display the functions that control the general 
look and feel of your website. 



Site Information 




Configure your site to meet your specific needs. 



Site Options 


Organization Name: 


SpinSite.com 


H 


Site EMail Address 

Choose a valid email address that will be used for emails 
sent from your site. 


info@spinsite.com 


H 


□ Show Site Title 


Title: 


<em>Your Website ...Your 


H 


□ Show Tag line 


Tagline: 


SpinSite is So Advanced - 1 


H 


spinsiTE* com 




Set Logo: 


Choose 


H 


V Show Additional Site Image 




Set 

Image: 




H 


V Tile Additional Site Image 


| Choose Image | 


^ Allow Sign In 

** When 'Allow Sign In' is NOT checked you must log in using this direct URL: 
HTTP://www. SpinSite.com/login. html 


m 


Keywords: 

Provide a list of keywords seperated by a comma. Thes 
by Internet search engines such as Google. 


e keywords will be used 


H 


small business, business advice, business after hours.small 
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2.1.2.2 Email Address 

SpinSitc uses your Email address to keep you informed of system changes that are being made to improve your site 
and for housekeeping issues such as notifying you of anticipated system maintenance issues. Please make sure that 
you maintain a current Email address on the Options page of your site. 

2.1.2.3 Site Title And Tasline 

Make changes to your Site's Title or Tagline or opt to hide one or both. 

2.1.2.4 Losos 

You can display your logo if the Theme you have chosen supports the use of a logo. Your logo image must be present 
in your Upload Library in order for you to display it. See section 2.1 J for instructions on how to use your Upload 
Library. 

Once your logo has been uploaded you may choose to display it by clicking the Show Your Logo box and then 
selecting the Choose Logo button on the next line. Selecting the Choose Logo button will take you to your Upload 
Library for selection of the image you wish to display. 

When using your logo it is important to remember that only images that have been saved as transparent .gifs will be 
displayed without a background color. All other image formats will display the color of the image background. If you 
choose to display a jpeg version of your logo over a colored header -you will see a white rectangle surrounding logo 
(unless your logo has a colored background other than white - and then you will see whatever that background 
color is). In the event that the white rectangle is not desirable it will be necessary for you to either have a transparent 
.gif image of your logo created or you may use another format that has been designed using the same background 
color as the header that is used in the website theme you have selected. If the second option is chosen and you 
change themes at a later date - you may need to recreate your logo using the new themes background color. 

2.1.2.5 Additional Images 

SpinSite uses the Show Additional Image feature to help you customize you site. If the theme that you have selected 
supports additional images - you will control them from this menu. Many of the SpinSite themes are being presented 
with an Additional Image in place. You may replace that image with one of your own by selecting the Choose Image 
button. You will then be taken to your Upload Library to select an image. When choosing an image to display as 
an Additional Image you will want to make sure that the image you are using has been cropped to eliminate excess 
background color and has been saved for the web - meaning that you have a small, quick loading file. 

2.1.2.6 Allow Sign In 

Unchecking the box next to Allow Sign in will remove the Sign in link from your site. If you choose to use this 
feature it is recommended that you do so with great care. Disabling the Sign In link will require you to login using a 
direct URL to the login page - if you forget or misplace the URL - YOU WILL NOT BE ABLE TO GET INTO YOUR 
SITE TO MAKE CHANGES. The direct URL you will use is displayed just below the Allow Sign In check box. 

2.1.2.7 Keywords 

The words that your visitors are most likely to enter into a search engine when looking for a site like yours are the 
words that you will want to include here. While keywords are not be visible to your site visitors they are one of the 
criteria that search engines such as Google, Lycos, Dog Pile and Alta Vista routinely use to index sites. Search engine 
registration is usually required if you want your site to be included in the search indexes. 

2.1.2.9 Saving / Cancelling Site Options 

When you are finished modifying your Site Options you can click either Save or Cancel and you will be returned 
to your site. 

2.1.3 Uploads 

Both image and non-image files can be uploaded to your website. These files are stored in your Upload Library which 
has a section for images and another section for other types of files (files that your site visitors can download). Use 
the Upload Library to copy images and files from your local computer to your SpinSite website. In order to use one of 
these files within your website, that file must be present in the Upload Library . 
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Files that are stored in your library will not be visible to your visitors until you use them in your site. Click Uploads 
to open your Upload Library You can also open your Upload Library by selecting Add Content and then Add Image 
from any content component 



# < HIDE TOOLBAR 

CURRENT VIEW MODE 
fl EDIT YOUR PAGES 

# PREVIEW CHANGES 

# PUBLIC CONTENT 

f> HELP AND SUPPORT 



spinsrrc tools 

Site Options 

Options Uploads Themes 



2 A3 A Image File Types 

Internet browsers typically support only .jpg, .gif, and .png image types. When uploading an image file you must 
choose a file that matches one of these types. 

2.1.3.2 Image Size Issues 

Digital cameras can produce images with tremendous resolution and quality. High resolution images are great 
for printing and are not practical for your website. When capturing images for your website with digital camera, 
the resolution should not exceed 800 by 600 pixels. Images wider than 800 pixels cannot be displayed on most 
computer monitors without requiring the browser to scroll. 

SpinSite only accepts image files that are smaller than 200K and narrower than 1500 pixels. SpinSite will auto- 
matically resize images wider than 1000 pixels to 1000 pixels after uploading. High resolution images are so large 
that the upload times are excessive. Please ensure that you images are a reasonable size before uploading. In some 
operating systems, you can resize image files through the operating system. In Windows XP, for example, you can 
highlight files in the file manager, and resize them using the right-click menu. In most other operating systems, you 
will have to install some sort of graphics program to accomplish this. There are many shareware and freeware appli- 
cations that you can download for this purpose. Images saved in the gif file formats cannot be physically resized 
from SpinSite and when necessary should be resized locally before uploading. 

2 A3 3 Adding Files to Your Library 

Files on your computer can be added to your Site Library for use in your website. Click the Uploads button in the 
Site Tools Bar followed by either the Upload File button for images or non-images in the new window that opens. 
Another window will appear allowing you to browse the files on your local computer to make the desired selection. 
Once your file has been uploaded you can continue to upload additional files or you can exit the Browser Window 
by clicking the Done button. You will see thumbnails (small representations) of the files currently in your library. 



| Clear Current IrnagtT] 



Choose one of your images listed below. If the image you need has not been uploaded yet, you may upload an 
image from your local computer by clicking the "Upload Image File" button below. 



i i f— i 



You arc currently using 18.19 MB worth of space 

Library Action: 



Refresh Library 



- 0 



Category Action: | Choose Category for Marked Files Q 



Mark All! I Clear All I 



Filter on Category: | Photo Images 



Uploaded Images (Category: Photo Images) 



Academic.jpg 
size: 75,862 

De'ete j Res^e j 

r Mark 




Academic5470 jpg 

size: 142,692 

Delete J I Resize I 



[ 

r Mark 



ar6029004.jpg 
size: 108,995 



Delete] Resize J 

r Mark 

I □ 
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Selecting images for placement on your pages must be initiated from the Add Content window and is discussed in 
Section 43. 

2.1.3.4 Deleting Images 

Click the Delete button beneath an image to permanently delete the image from your library You will be presented 
with a confirmation window to prevent accidental image deletion. 

2.1.3.5 Resizing Images 

Once an image has been uploaded to the Site Library you may still physically resize it. Resizing in this manner will 
reduce the quality of the image, therefore it is desirable to resize your images prior to uploading. Find the image you 
wish to modify and click the Resize button beneath it. 

Select a pre-set size or provide an exact pixel width. Click preview when providing an exact width to see how your 
image will look. 



Use the options below to create a new, resized, image from SpinSitelogo.jpg. 

spinsrreOcom 



Click image to view actual size 





Choose a Preset Size. 


f x-small f small medium ^ large <~ 
x- large 




Scale to a specific pixel 
width. 

(height will be scaled 
accordingly) 


Pixel Width J Preview 



V Overwrite original image 



Cancel] Save New Image 



To replace the original image - click the 'Overwrite original Image 1 check box before choosing Make 
Changes Now. 

Resizing an image physically rewrites the file, making it smaller and allows image containing pages to load quicker. 
You cannot resize.gif files using SpinSite These image must be resized using your local imaging software 

2.1.3 A Organizing Images 

Once you have a several images in your library you may choose to organize them. This is accomplished by defining 
image categories and relocating your images so that they appear within the desired category. You will always have 
the option to override the category view and look at all images - in alphabetical order. To move images to a new 
category click the Mark box under the image and select the category of your choice from the Category Action pull- 
down menu. Multiple images may be Marked and moved as a group. 

2.1.4 Changing Themes and Colors 

SpinSite uses themes to provide a flexible backbone for your website. The overall look, color combinations, naviga- 
tion systems and search engines are all defined by the theme that you select. The theme concept allows you to safely 
change between themes and theme colors while preserving all of your site content. 

Clicking the Themes icon will take you to the Themes pallet where you can preview the available themes. To select a 
different Theme for your site, click one of the color buttons below the Theme of your choice. Clicking on the Preview 
button will produce a larger image in the color of your choice and allow you to have a better look. Once you have 
decided on a Theme, click the Save or Cancel button to return to your site. Borders and type that have been config- 
ured using the preset styles in the text editor will be converted to the colors that have been set as the defaults for the 
new theme. Text that you have manually established colors for will need to be manually re-configured to match your 
new theme selection. Tor additional information on modifying Themes see section 2. 1.2.5- Additional Images. 
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2.1.5 Users 

Certain SpinSitc features like the Discussion Forums require your visitors to Register themselves as Users to interact 
with your site. As the site administrator, you will control user Privileges. Click Users in the Site Options Tool Bar. A 
window will open providing list of all people who have registered themselves as Users of your site along with their 
Email addresses. Next to each user name are options to Block/Un-block, Delete, or assign Administrative Privileges. 

Blocked users can not sign in to your site. If at later date you wish to allow a Blocked user back into your site you can 
Un-Block the user and restore their privileges . Deleting a user permanently removes that user from the SpinSite data- 
base. A deleted user can not be restored. 

Granting a user Administrative Privileges will give that user all the abilities that previously, were only available to 
you. This is useful should there be more than one person who is responsible for your company's web site content. 

2.1.6 Menu 

The Menus option window allows you to organize and manage your the pages within your site. Information on 
Selecting Images can be found in section 4.3. 



SITE ADITIiniSTRATIOn TOOLS 



Make Changes to your Menus 



m 


Home 


I^MJJJXMJII ffllH.™ 


SB 


Welcome (home page) 


Rename Remove from Menu 


np 


Whv SpinSite? 


Rename Remove from Menu 




Sample Sites 


Rename Remove from Menu 


no 


Need Help Designing your 
SpinSite? 


Rename Remove from Menu 




El 


SpinSite Service 




DP 


How SpinSite Works 


Rename Remove from Menu 




Themes 


Rename Remove from Menu 


H 


Pricing 


Rename Remove from Menu 






Support 




SB 


Customer Support 


Rename Remove from Menu 




Site Requirements 


Rename Remove from Menu 


on 


Resources 


Rename Remove from Menu 



2.1.6.1 Renaming 

Menu titles and Page Menu titles are changed through the Menus Options window. Find the Title that you wish to 
change, click the Rename link and enter the desired name. Changing a Page Name from the Menu Option Window 
will change the name - only as it appears on the Menu - allowing for shorter Titles on the Menu and a longer, more 
descriptive Title on the actual page. See section 2.2 to change the Page Title on the actual web page . 

2.1.6.2 Remove From Menu 

You may create a page that you do not want your visitors to see from the Menu. This is most commonly used when 
you want your visitor to "Do Something" (read or provide you with information by completing a form) before they 
are allowed to see the page. Once you have created the page - Use the Menu Options window to Remove The Page 
From The Menu. You will then need to create a link from another page to get your visitors back to the target page 
that you have removed from the menu. All pages that are not associated with a Menu will appear at the bottom of 
the Menu Options window 

2.1.6.3 Reordering Menus and Pages 

Each Menu is listed in the order it appears on your site and is followed by the Page Links it contains. Up and down 
Arrow buttons appear to the left or each Menu and Page Link . Use these buttons to rearrange the order in which the 
Menus and Page Links appear on your site. 
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Clicking one of the Menu arrow buttons will reposition the entire Menu (along with its page links) one position up or 
down. Clicking a Page Link Arrow button will reposition the page one position within its current menu. 

If a Menu contains no Page Links, the Menu will only be visible to the site Administrator- when they are signed in. 
The Menu will not be visible to visitors of your site until pages have been added. 

2.1.6.4 Moving Page Links to different Menus 

Moving a page link from its current Menu to a different Menu is a two step process which involves removing the 
Page Link from the Menu system and then replacing it back into the Menu item of your choice. Click Remove From 
Menu located to the right of the Page Link you would like to move. The Page Link will be removed from its current 
Menu and placed in a holding area at the bottom of the window that is titled Pages Not on the Menu. 

Click the Assign to Menu button located on the right and choose a new target Menu. Click the Submit button at the 
bottom of the window to save your changes. The page link will now be contained within the new Menu choice. 

2.1.6.5 Deleting a Page 

Eliminating unwanted pages from your site in a two step process. First remove the page from it's current Menu ( see 
section 2.1.6.2). Locate the Page in the "Pages Not On The Menu" section and Click the Delete button on the right 
hand side. You will be required to confirm your intent to delete the page. There is no way to retrieve a deleted page. 

2.1.7 Products 

Products functionality is activated when the optional SpinSite Optional Online Store is used. See section 9.1.2 

2.1.8 Statistics 

Use Site Statistics to track how many visitors you have had on each of your pages over a given period of time. Hits and 
unique visitors are differentiated so that you can easily track both returning and new visitors. Statistics can be viewed 
on a weekly or monthly or total count basis. 

2.2 Pase Options Tab 

Select 'Page Options' on the tool bar to: delete and configure pages or to add a row. 

2.2.1 Pase Options 



Page Options 

| | | c.i^„. I 



Page Title 


|About Us 




Display 
Options 


Hide Theme (Navigation, Logo, Login, Search, etc.) 






Hide Title 






Make this your Home Page 






• Use Theme Default 






Background Color ^^fl 






Background Image 

Choose Image] 




Visibility 


^ Allow Public Access 




(Users that have 
been given 
administration 
privilages can 
view all pages) 


r Only Specific Users 

Choose Users| 




r Hide This Page 




Administration 

(Give 






non-administrators 
rights 

to modify this 
page) 




■ 



I 1 1 I 

— 1 
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2.2.1.1 Pase Title 

Each page you create will have a Title. By default that Title is displayed at the top of the page - above any content that 
you will be adding later. It is easy to change the title of a page by going to Page Options, and replacing the text in the 
Page Title field with your new title. 

Changing the title of the Page will not change the Page Link title. This allows you to use short menu title, with a 
longer more descriptive page title. To change a Page Link title see section 2.1.6.1 

2.2.1.2 Hide Theme 

You may hide all of the theme elements (theme borders, navigation, logo, search engine etc.) for any given page. This 
will give you the entire page to use for your page content. If you choose to exercise this option - be sure that you 
provide a link so that you can navigate back into your site. 

22 A3 Hide Title 

If you do not wish for the standard Page Title to be visible on the page, you may hide it by checking this box. 

2.2.1.4 Home Pase 

If you specify a page as your Home Page, then that page will become the default page that is seen when someone 
initially visits your site. If no home page is specified for the site then the first page of the first menu will be the home 
page. 

2.2.1.5 Page Background 

You may specify a background color or image for you page. This selection will override the background color or 
image that your selected theme uses. 

2.2.1.6 Visibility 

By default, all new pages are visible to all visitors of your site. Notice that Allow Public Access is the selected option 
in this section. 

2.2.1.7 Only Specific Users 

Selecting this option allows you to choose who will have visibility to a Page. This feature is useful if you have a page 
containing company sensitive information that you would like to make available only to officers, certain employees 
of your company or specific clients. Once you have selected this option (by clicking its radio button) you can then 
click the Choose Users button to display a list of your site's registered users. You may then select one or more users 
from the list. The page will become visible to your selected users only after they sign-in to your site. See Users in 
section 2.1.5 

2.2.1.8 Hide This Pase 

Selecting this option allows you to hide this page from your site visitors. Only an Administrator who is signed in to 
the site will be able to see this page. This feature allows you to: develop a Page behind the scenes and then make it 
available to the public once it is finished, remove the page from public view without deleting it, or make it available 
from another page though a Page Link. 

2.2.2 Add Row To Pase 

Selecting Add Row to Page from the Page Options Tab places a new row at the bottom of the current page. See 
section 3.2 for additional information on Rows. 

2.23 Delete This Pase 

When you select the Delete This Page option you will be required to confirm your intent to delete the page. There 
is no way to retrieve a deleted page 

3.0 Addins and Confisurins Content 
3.1 Addins Pases 

Click into the menu that you want the page link to appear on, click the blue Add Page button, and choose the type of 
page you want from the list. For most pages you will select Blank Page. See Section 6.0 for details on types of pages. 
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3.2 Rows and Columns 

Look for ) | . Click this button to sec the pop-up menu for Row Options. 

These menu options pertain to the currently selected row. 

Your website layout structure consists of horizontal Rows that can be divided into individual Columns for a wide variety 
of configurations. Each Column serves as a holding place where content (text and images) can be added. By Default, 
each new Page contains one undivided Row (one Column). You can modify each row to have one, two, three, or four 
columns. Content can be added to each of the Columns in each of the Rows. As you add content, the Row will grow 
vertically to contain all of the content you add. If you like you can use the same row for the entire page, or you can add 
additional Rows beneath the first row. 

3.2.1 Formatting Columns 

Choose Column Settings from the Row Options popup menu. 

By Default, when a row is divided into multiple Columns, each Column will have the same width. SpinSite provides 
a variety of column width options that allow you to create unlimited column width combinations. Divide a blank 
row into multiple columns by choosing Two, Three or Four Columns from the Row Options pop-up menu. 

Column borders are only visible in "Edit" mode and therefore never seen by your site visitors. 



L 1 


I 


\*r -M Column Settings 


I 


± Row Shift Row Up 
▼ Row Shift Row Down 


One Column 
MM Two Column 
■■■ Three Column 
■■■■ Four Column 


* Row insert Row 

x Row Delete Row 

Help i 



The Column Options window will open allowing you to enter a numerical value for each Column's width. The 
values you enter can represent the percentage of space available on the page, or they can represent the width in 
Pixels. 
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Row Options 

Use the edit boxes below to set the width of each column in this row. 

Note: Columns may be automatically stretched by it's contents. For example, a wide image will 
stretch a column wider to make the image fit. 





Change Number of Columns: 






Width 50 [ Percent 1 i ) 


_ Apply To All Columns 


o 


Default Theme 


- Apply To All Columns 


o 


Background Color @ 



) I I 



An Add Content button will appear in each of the column areas when multiple column rows are created. 

3.2.2 Formatting using Percentages 

Specifying a percent will cause each row to stretch as the window resizes. The percentage values should add up to 
100. ' 

3.2.3 Formatting using Pixels 

A pixel is a measurement that represents one dot on your monitor. If using Pixels your value range will generally be 
between 200 and 600 pixels. 

3.2.4 Choosing a Background Color 

Background colors may be chosen for any or all columns. Click the small color icon in the 'Background Color' row of 
the Row Options menu and a pallet of colors will popup. 

3.3 Insert Row - Row Options 

The insert row command can be used from any row on any page. The row will be duplicated and placed directly 
under the from which the command was initiated . This command is particularly desirable when several identically 
formatted rows are desired. Formatting your first row before adding additional rows can be a real time saver 

3 A Delete Row - Row Options 

The Delete Row command can be used from any row on any page so long as the row is empty and will result in the 
elimination of the row from which the command was initiated. 

4.0 Adding Content 

Navigate to the page where you want to add the new content. Make sure the View Mode is set to Edit - then click: 
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Test 
Add Image 
Add Data Collection 
Add Product LtcTi 
Add ~"ownta«{ 



M«lp 
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4.1 Text 

Text Is added through the SpinSitc Text Editor. Macromedia Flash Player v. 6 or newer must be installed on your 
computer for the editor to function. If you do not have this plug in installed, you will be prompted to install it when you 
attempt to use the editor. Learn about the flash player at http://www.macromedia.com 



T 



i 





Saw 


Carol 




1 tap 






sprats * com 1 



Once the editor comes up, click into the white area to activate it— then type in your content. Highlight portions of 
the text to: perform the following options: 



4.1.1 Apply a Style 




Style Default 



Styles should be used to format as much text as possible to ensure a consistent look and feel throughout your site. The 
style colors will match the color scheme for the theme you have chosen. If you change themes or theme colors, all of 
the text that has been set in a style will automatically update to match the new theme/color combination. 

Select the text that you want to apply a style to, then select a style from the Styles pull-down menu. 



HTML Script is a Style option and it is discussed in section 4.2. 
4.1.2 Choose Font, Color, and Size 

SI 



[ 



A rial 



If none of the styles meet your needs, you may choose a specific font, color, and size. The font choices correspond 
to fonts your site visitor will have in his browser. Since there are thousands of different fonts installed on computers 
around the world, this list contains those that are most likely to exist for all your site visitors. 

4.1.3 Bold, Italics, Underline 



GOG 



With some text highlighted, click one of these buttons to apply the desired text formatting. 
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4.1.4 Indent / Out-Dent 



With the cursor within a paragraph, click one of these buttons to shift the entire paragraph in or out. 
4.1.5 Bullets 



Highlight one or more paragraphs, or click the cursor into a paragraph, and click the Bullets button. A bullet image will 
be displayed in front of the paragraph. The actual bullet image that appears on the page will depend on the current 
theme/color. 

4.1.6 Alignment 




With the cursor flashing in a paragraph, select an alignment button to position the text. This option aligns your text 
within the content boundaries. To align the entire component within a row column use Configuration Options 
described in section 6.2. 

4.1.7 Create an email link 



Highlight some text and click this icon. When the new window opens- enter an Email address. 



Will Click Here 



Cancel 



4.1.8 Create a hyperlink 



S3 



Click the icon after selecting some text to open a new window. Enter a destination URL You can also choose to open 
the link in a new window 



Link Text: Enter The Text Your User: 
Email: 



Enter Email Address Here 



OK 



Link Text 
Existing Link 
URL 



Selected Text That The User Will Click On Will Be Here 



Home-Welcome 



Enter The Desired URL Begining With http:// 



_ Open link in new window 



OK 



Cancel 



4.2 Working with HTML 

Advanced users can enter HTML directly into the SpinSite Text Editor. After adding your HTML Coded Text make sure 
the entire HTML section is selected and the apply the HTML Script style option. See section 4.1.1 for instructions on 
How to Apply a Style. HTML text must be coded correctly to stream properly Incorrect HTML coding can 
result in Page Failure. 
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4.3 Images 

4.3.1 The Upload Library 

Use the Upload Library to move images and other files from your local computer to the Upload Library associated 
with your website. Once a file is in your Upload Library you will be able to select it to display on a web page. 

Accessing the Upload Library by clicking the Uploads Icon in the tool bar is discussed in section 2.1.3. 

4.3.2 Choose Image 

Click the Choose Image button under the image you are interested in. If you haven't yet uploaded your file, choose 
Upload Image File. This will open a new window and allow you to browse your local computer to choose the image 
you wish to upload to your site. For additional information on the Upload Library see section 2.1.3 



4.3.3 Combining Text and Images 

Once you have added Text to a page you may associate an Image with it by clicking the 



button and 



selecting Add Image. The Upload Repository will appear allowing you to choose an image or upload a new one. You 
may reverse the order and add an Image first and then select Add Text from the Options button. For additional informa- 
tion on the Upload Library see section 2.1.3. 

Once the content has both text and an image you can make choices on how the image will be positioned with the text. 
See Content Configuration in section 5.2 

4.4 Data Collection 

Adding a Data Collection element to your website gives you the ability to collect information and facts from your visi- 
tors. Collected Data can be reviewed online, through Email and exported for use in other programs. 

4.4.1 Configuring For Data Collection 
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Each Data element that you would like to collect must be configured separately. This means that you will need to 
create a collection item for every item of Data you intend to collect. If you are trying to collect information on where 
your visitors were coming from you would probably want to collect: first name, last name, street address, city, state, 
zip code and Email address. You may also add a comment box so your visitors can tell you how they heard about you 
or what they liked about your site. 
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Checking the "Require Value Box will ensure that your visitors provide an entry before the form is accepted. 

Once you have added all of your Data Collection elements - you must add a Submit Button. When you select Submit 
Button as your Object Type, you will be given a choice as to whether you would like to receive Email each time Data 
submission is made. A log will automatically be created in your Upload Library and all of the postings will collect 
inside the log. Your log can be reviewed online or downloaded for use in other programs. 

4.4.2 Revi ewing Posts 

Click the | ■ | that appears in the component space for your Submit button. A pop-up menu like the one 

at the right will open. Select View Saved Posts. 





View Saved Posts 




Configure Content 


♦ 


Shift Content Up 


• 


Shift Content Down 


1 


Move Content 




Add Space Above 




Decrease Space Above 




Delete 





You may also download the collected data for use in other programs. From your Uploads Library scroll down to 
"Other Uploaded Files", at the bottom of your Upload window. Find the "Posted_Data " file and save it to your local 
computer. Windows users can right click for the save to disk option and Mac users with only one mouse button 
can command click (hold the Apple flower key next to your space bar and hold your mouse button down). The 
downloaded file will be formatted as a .txt file and can be imported into data base or spread sheet programs as a tab 
delimited file. 

4.5 Downloadable Files/Documents 

Non-image files are uploaded from your local computer to the Upload Library the same way you upload images (see 
section 2.1.3). Once uploaded, your file can be made into a downloadable document for your site visitors. To create a 
downloadable document, click the ^J^^^^^J button and choose Add Download from the pop -up menu. 

A new window will open and you will enter a description of the file, choose a file from the Upload Library, set width 
and alignment options, and establish a download count. Click Save to continue. 

Download Component 
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The resulting component will look like the following with minor variations for theme and color selections. 





R!3I 


Download the SpinSite User's Guide for 






information on how to buld your SpinSite 




LJI 


website. 


userguide.pdf 




1,380,262 bytes 





5.0 Content Options 

5.1 Ch anges to Tex t or Images 

Click I • I and select Modify Text or Add an Image from the pop-up menu. 

5.1.1 Modify Text 

The Text Editor will open allowing you to edit or replace your existing text. Select Save to continue with your 
changes. Changes must be Published to become visible to your visitors. See section 4.1 to learn about the Text 
Editor. 

5.1.2 Choose a Different Image 

Selecting this option will open your Upload Library and allow you to select a different image or clear the current 
image. See section 2.1.3 to learn more about the Upload Library 

5.2 Configuration (Look and Feel) 

Configuration choices give you the opportunity to define your content so that you can have it display exactly the way 
you want. Click Configure Content from the Options pop-up menu and a new window will open allowing you to 
configure your text component. 



Configure Component 



We believe that a great product and 
prompt, efficient and friendly service 
are the keys to customer satisfaction. 



Component Options: 




+ Options 



J 



Component options apply to the component as a whole. Choosing an alignment of left would move the entire compo- 
nent to the left of the row. The alignment of the text within the content boundaries is defined in the Text Editor and not 
superseded by Configuration choices. 

5.2.1 Component Width 

The width of the component can either be 100% of the column it is bound by or a smaller fixed value. The Configura- 
tion window displays the content within the boundaries you have established. A 100% width setting can display the 
content differently in two columns if each of the columns has been defined with a different column width. 

5.2.2 Borders 

The Configuration window also provides a border selection option. Borders are used to add emphasis to your content 
and may differ between theme. The selection options for borders are available through the pull down menu on the 
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bottom left of the Configure Component window. 

5.2.3 Image Configuration 

Include an image in your component and this additional section will appear in the Configuration window 



image Options: 




sition 




Place Text Right of Image J 
F Vertically align text 



You may define how you want to align an image with respect to the content boundaries or choose a scaling size for 
the image. By choosing an image size you are asking the browser to "squeeze" the image into a smaller area. This does 
not physically resize the image and large images will still take a long time to download. 

5.2 A Image and Text Configuration 

If you're content has Text and an Image the Image Options will also have position options: 



Configure Component 



Thanks for.,. 
Letting Us Know You Stopped By 



Component Options: 
order 

None 




You can use the Position options to place the image above, below, left, or to the right of the text. Choosing Vertically 
Align Text centers the text within the top and bottom borders of your image and prevents the text from wrapping 
above or below the image. 

5.2.5 Image Links 

Click Create an Image Link and enter a URL to link your image to a page within your site or the world wide web. 

5.2.6 Blogs (Web Logs) 

Selecting the Options Button on the bottom left side of the Configuration window will open a new window 
that will allow you to define your Blog. 
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Configure Component 



SpinSite is an easy-to-use, browser based website builder that simplifies & speeds the website 
design process. No Internet experience is required to produce your own beautiful, professional, 
and feature rich website. With an easy to use editor, adding content on Mac and Windows is as 
easy as using a standard word processor. Plus, since it's an online tool, there's no software to 
nstall. 



Component Options: 
Border 

| None zi 

BiogSI What is abba? 





Width 

100% Width ^||l00% 



lignment 




Display Blog 
Show Blog As: 



Yes r No ^ 



Inline 

• In Seperate Window 
Window Title: | 



Link Text: (Comments 



Blogs (Web-Logs) are a free flow of comments that come from site visitors. Adding Blogs provides an easy way for 
visitors to comment on a topic you have chosen. Unlike Discussion Forums, The SpinSite Blog feature allows Site 
Administrators to modify or delete individual comments. You may also hide and show Blog content, while 
preserving each Blog item. 

Blogs are not threaded and can either be viewed in line - meaning that the messages continue down the 
page below your opening comments or you can have the message box open in a new window. 

Your visitors will see the Add Comment window once you have added and defined a Blog component on your 
website. They do not need to log in to add a message, however they are required to enter their name and Email 
address in order to ad their comment. 



Add Your Comment Below 




^Add Comment ) 



5.2.7 Adding / Decreasing Space 

You can adjust the placement of your text or object. Click I I and select Add / Delete Space from the pop- 

up window. Each click will increase or decrease the space above the component by one line break. Larger gaps can 
be created by adding a Text component with several line returns in it. 
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5.2.8 Moving Content 

Content can be moved within it's column, to another row/column on the same page, or to a different page on your 
site. To move content to anther Row, Column, or Page choose Move Content from the blue Options pop-up menu. 
A dialog will open allowing you to choose the same page or another page. Click Next once you make your choice. A 
new window will open displaying a grid representation of the target page. 



Click in a box below to select target 



| Previous} Save | 



This image represents a page with four rows. The first, third and fourth rows have just one column while the second 
row has three. The dark blue box represents the current location of the content you are moving. Click onto a light gray 
box to specify the new target location for the content. Click Save at the bottom of the window to complete the move, 

5.2.9 Shift Content Up/Down 

Select Shift Content Up/Down from the blue Options pop-up menu. These options will only effect content if there 
are multiple content components within the same column and will move content to a position either above or 
below other content in the same column. This option will not move content to another row. Use the Move Content 
option described in section 5.2. 8 when moving content from one row to another. 

6.0 Special Pages (Platinum Version Only) 
6.1 Discussion Forums 

Your visitors may exchange thoughts, ideas, and comments or ask questions in Discussion Forums. All comments are 
managed through SpinSite and presented in an organized, threaded manner. Site visitors must be logged in to post a 
comment. Click P 



I and select New Discussion Forum to open the following window: 



' sue ADminisTRATion tools 



Discussion Forum 
Add a Discussion Forum to your site 

Your new discussion forum must have a Title and at least one topic. Later, you may change the 



title and add, remove, or delete topics. 


Discussion Title: 




Initial Topics: 
(list each topic on 
a separate line) 


I 


Choose menu to link 
from: 


Home r Graphics C Design Tools f Starter 
Pages 


Add Discussion tow J Cancel] 
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6.1.1 Discussion Page a title 

Name your discussion page by entering a title into the first field of the Discussion Forum window. 

6.1.2 Discussion Topics 

When you create a discussion forum you must provide an initial set of topics - which may be modified or deleted later. 
Your entries should describe what the topics collectively relate to. In our example, the discussion forum will be titled, 
'Reptile Discussions', which will be entered in the Discussion Title window. 

You would then add one or more topics. Each topic must be entered on its own line in the middle box. If your topic 
wraps to the second line - SpinSite will recognize that it is still part of the previous topic. When you enter a return - 
SpinSite will know that you intend for the next entry to be formatted as the next topic. 

In this example we will use: 
Boa Constrictors 
Bearded Dragons 
Monitor Lizards 



Finally, choose the menu that this page will link off of. Click Save and the discussion forum will be created. 

Discussion Forum 
Add a Discussion Forum to your site 

Your new discussion forum must have a Title and at least one topic. Later, you may change the 



title and add, remove, or delete topics. 


Discussion Title: 


Reptile Discussion 




Initial Topics: 
(list each topic on 
a separate line) 


Boa Constrictors 
Bearded Dragons 
^ionitor Lizards) 


■ 


Choose menu to link 
from: 


Home c Graphics <~ Design Tools ■ " Starter 
Pages 



Add Dissusson towj Canse! j 



6.1.3 Adding Deleting and Renaming Topics 

To add, delete or rename a topic, navigate to the forum page and click one of the topics listed (you must be in Edit 
mode). Your screen will display three administrative buttons allowing you to: Delete the current topic, Rename the 
current Topic and Add a new topic. Click the appropriate button to perform the desired function. 

6.14 Deleting/Moving Messages and Threads 



Reptile Discussions 





Topic 


Bearded Dragons 




Title 


Feeding 




Author 


Imiksch 




Date Posted 


Dec 7, 2003 06:40 AM 




Message: 






How often do Bearded Dragons like to eat and how do you feed them? 


Back To Topi; J View Entir 


j Thread J Reply J Watch This Thread J 












Feeding % 


Imiksch 


Dec 7, 2003 06:40 AM 



SpinSite allows you to control the content on your discussion forums. You can delete single messages or entire 
threads. When viewing messages in Edit mode additional control buttons are visible (Delete Message Delete 
Thread Move Thread). By deleting a message you are actually 'Hiding' it. The message will be hidden from the 
public and visible only to you when you are in Edit view. 
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Deleting a thread removes all messages in the thread from public view. While threads are not permanently deleted 
they will be hidden from the public and visible to you when you are in Edit view 

If your site contains multiple Discussion Forums or topics, you may find that a posted message really should have 
been posted to another forum of your site. SpinSite provides the ability for you to move a thread from one Forum to 
another - select the Move Thread button and choose a new destination for the thread. Once you have made your 
choice, click the Move Now button and the thread will be removed from the original forum and added to the destina- 
tion forum. 

6.1.5 Notification 



Reptile Discussions 



Topic: Bearded Dragons 
I Deietej or | A Rename 1 "Bearded Dragons" 




O O I 



Topic Discussion Notification 



Topic Notification Options 



You will be notified by email of any posts made at the topic you 
choose below. All notification will go to the email address that 
you have specified in your User Profile. 



|7f Boa Constrictor 
OK] I Cancel j 



You may choose to be notified every time a message is added to a topic. Click the Topic Notification button and then 
click the radio button next to the topic name. You will receive Email whenever new messages are posted. 

Frequently Asked Questions (FAQ) 

Provide answers to Frequently Asked Questions in a formatted presentation that your visitors will recognize. 

hrequentiy Asked Questions 



SpinSite Features : Is there an easy way to display a map to my store? 



Take advantage of the services provided by the map building websites such as Mapquest or 
Mapblast. 

For example - visit http://www.mapquest.com 

Once there - enter the address of your store and click the Get Map button. 

A map of your store and the surrounding area will appear. Both Mac and Windows users with 2 
button mice can hold the right mouse button down as it hovers over the map and select Download 
Image To Disk. (If you do not have a 2 button mouse - hold down the control key on your 
keyboard - then mouse click and hold. A menu will appear to provide you with the option of saving 
the image to your disk.) 

A file named mqmapgend.gif will be stored on your hard disk. 

All you need to do is upload the .gif file to your upload library and it will be ready for you to display 
from within your site. Just select Add Image from your Component Option window. 



Back To FAQ's Edit FAQ I 



6.2.1 Adding An FAQ Page (Frequently Asked Questions) 

Click the Add Page button and select New FAQ Page. A window will open allowing you to enter a Page Title and the 
initial FAQ categories you would like to organize your FAQs into. 



sue ADminisTRATion tools 



Discussion Forum 
Add a Discussion Forum to your site 

Your new discussion forum must have a Title and at least one topic. Later, you may change the 



title and add, remove, or delete topics. 


Discussion Title: 






initial Topics: 
(list each topic on 
a separate line) 




I 


Choose menu to link 
from: 


& Home r Graphics r Design Tools <" Starter 



I Add Discussion Now] | Cancel 
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A minimum of one category is required when starting a new FAQ page. 

Site Visitors will have the option to ask a question if they can not find what they arc looking for in the FAQ list. The 
designated Administrator will receive an Email when new questions are posted. (See Creating FAQs From Visitor's 
Questions in section 6.2.5) Lastly choose the Menu to which this page will be linked. When you have finished 
these steps click the Save Now button at the bottom of the screen and the new page will be created for you. 

6.2.2 Adding FAQs 

Now that you have created the FAQ page, you will want to populate the page with some initial FAQs. Click the Add 
New FAQ button. The following will be displayed: 



Add a New FAQ 




The SpinSite Way 

Working with Your SpinSite Website 
SpinSite Features 
Other Questions 
Images 

Shopping Carts - eCommerce 

| Add FAQ Mow | | Cancel j 




Enter the question you would like to appear on the FAQs page and the answer to that question in the spaces 
provided. Once you have completed the Question/Answer portion you must decide which category (topic) you 
would like this particular FAQ to be a part of. When you finish entering the question click the Add FAQ Now button. 
After you have saved the FAQ you will be returned to the FAQ page and the new FAQ will be displayed as part of the 
page. Clicking on the FAQ title will display the FAQ and answer in a new window. 

6.2.3 Editing / Moving / D eleting FAQs 

Frequently Asked Questions 

FAQ Page Monitor Linda 

Sort Categories By: r Title Priority 

1 k " ■ Priority: |T3 



SpinSite Features 



Edit FAQ J 


Delete FAQ J 


How do 1 use the SpinSite Threaded Discussion Forum? 


Edil faqJ 


Delete FAQj 


Can 1 upload Images. Documents or Files? 


Edit FAQ | 


j Delete FAQ j 


Can 1 have downloadable documents available on my site? 


Edil FAQj 


Delete FAqJ 


What is the SDinSite Threaded Discussion Forum Feature? 


Edil FAQ J 


Delete FAqJ 


Is there an easv way to display a map to my store? 


Edit FAQ j 


Delete FAQ J 


If 1 know HTML can 1 use it? 


Edil FAQj 


Delete FAQ J 


Can 1 paste in text from Microsoft Word? 



To the left of each FAQ are buttons for editing and deleting. Click the Edit FAQ button to open an editing screen where 
you can modify both the question and/or answer or move the FAQ to a different category (topic) of the page. Once 
you are satisfied with your modifications, you can click the Save FAQ button to complete the process. To delete an 
FAQ from the page, simply click the Delete FAQ button that appears to the left of the FAQ. You will be confirm your 
intent to delete the FAQ. 

6.2.4 Creating FAQs from Visitor Submissions 

If a visitor cannot find an FAQ to answer their question, they may post a question directly to you by selecting the 
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Click Here To Ask Your Own Question button at the top of the FAQ page. Whenever a new question is posted, The 
FAQ Page Monitor will receive an Email notifying them that a new question has been asked. The Email will contain 
a link to the sign in screen of your website. Upon logging in, you will automatically be taken directly to the FAQ 
page. At the top of the FAQ page you will see a link to the unanswered question. If you have more than one question 
waiting you may choose whichever you like to answer first by clicking on it. 

When you do, you will be presented with a screen that contains the visitor's name and Email address, along with 
their question and a place for you to enter your response to the question. Type your response into the Answer 
section and click the Submit Reply button at the bottom of the screen. An Email containing your response will auto- 
matically be sent to the person who posted the question. 

If you would like this question/answer to be added to the FAQs page, click the Add as FAQ link and choose an FAQ 
Category prior to clicking the Submit Reply button. Now when you click the Submit Reply button, you will be 
Emailing your reply and posting an FAQ to the page simultaneously. When electing to add a visitor's question to 
your FAQs it is advisable to edit the original question and check for grammatical and or spelling errors. 

6.2.5 Assigning a new FAQ Monitor 

View the FAQ page in Edit mode. Click the Change Monitor button in the top left corner of the window. A screen will 
appear displaying all of the administrators for your website. You may choose any of the administrators listed here by 
clicking in the small circle next to that person's name. If you do not see the name of the person you are trying to add 
- it means that you have not provided administrative rights to the desired person. Once you have made your selec- 
tion, click Set FAQ Page Admin Now. When you have finished, you will be brought back to the FAQ page and the new 
Monitor will be displayed at the top of the page. 

6.2.6 Adding FAQ Categories 

FAQ Categories are used to organize your questions so that they are easily accessible and logical to your site visitors. 
You must be in Edit mode to add a new Category. Click the Add Category button and type the name of the new cate- 
gory in the space provided. Click the Add Category Now button to save your category. The new category will appear 
on the FAQ page and you may start adding new FAQs or move existing FAQs from other Categories to this one. 

6.2.7 Sorting FAQs 

By default, FAQ Categories are sorted alphabetically by title (A to Z). In the event that alphabetizing conflicts with your 
sorting preferences you can assign a numbered Priority (from 1 to 5) to each Category and then sort the Categories 
by Priority. While in edit view, select Sort Categories By Priority at the top of the FAQ page. Scroll down the page 
and assign a Priority number to each of the Categories and the Categories will appear in the order in which they were 
numbered. If you have more than five Categories and need to assign the same number to two of them, you may do so 
but they (the two with the same number) will be sorted by title after they are sorted by Priority number. 

6.2.8 Renaming Categories 

To rename a Category, click the Rename Category at the top of the Category. A screen will appear allowing you to 
enter a new name. Click the Rename Category Now button to save your changes. 

6.2.9 Deleting Categories 

Categories can not be deleted if they contain any FAQs. See section 6.2.4 for information on deleting FAQs. 

7.0 Using Your Own Domain Name - Redirect Requests 

Preparing to use your own domain name is a multi- step process. Once you have purchased your domain name you 
must advise the Domain Registration Service that you purchased it from - that you will be using the SpinSite primary and 
secondary domain name servers. Your registration service will need the following information: 

ns.SpinSite.com 
ns2.SpinSite.com 

After you have notified the Domain Registration Service you must send an Email to support@spinsite.com. Your Email must 
include the following: 
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Your SpinSitc website address - URL 

The exact domain name that you purchased - www.yourname.com (All domain names do not have a .com exten- 
sion. When requesting a Redirect - make sure you provide the correct extension.). 

SpinSite will process your request and advise you buy return Email that the redirect request is in process. This Email will also 
include a new user name and temporary password that must be used when you establish your Email account. See section 
8.0. 

It can take from 24 to 72 hours for your redirect request to propagate through the entire world wide web. During this period 
you will still be able to access your website at the my.spinsite.com/yourname. 

There are many Domain Registration Services available from whom you can purchase your Domain Name. If you are unsure 
of which company you would like to use -search the web using 'Domain Name Registration" as your search criteria. 

8.0 Email 

Your SpinSite account includes 5 email accounts which can be created as soon as you have a Registered Domain Name. See 
section 7.0. Additional Email accounts can be arranged. Email: support@spinsite.com 

8.1 Creating your Email account 

Open your web browser and enter the following URL: https://65.61. 158.23:8443/login.php3 

You will see the logon screen for the SpinSite Email Server. Login using the user name and temporary password that 
you received when you requested your Domain Name Redirect. (See section 7.0.) Select Log In to continue and a 
new window will open. 



SERVER 


© COPYRIGHT 1999,2000, 2001, 2002 PLESK INC 
ALL RIGHTS RESERVED 


ADMINISTRATOR 




Login: | 




Password: | 

L 


LOG IN 



Enter your contact information and select Update to continue. 



spinsrreOcom 


Your Name 






| LOG OUT | 


Edit client Your Name 






| U=UVH | 


Company name: 


1 






Control Panel Password: 








Confirm Password: 








Phone: 








Fax: 








E-mail: 
Address: 








City: 








State/Province: 








Postal'ZIP code: 








Country: 


[ United States 


r 




Interface language: 


En 3 ;:sh ▼ 






* Required fiekJs. 






UPDATE 
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Click your domain name to continue. 



spinsrreQcom 



] LOG PL 



| EDIT | ] REPORT | PREFERENCES | 



| NEW DOMAIN | REGISTER | MANAGE J EXTRAS 



1 domains. 1 active domains, 0 disk space used. 0 traffic used 



REMOVE SELECTED 



E 


A 


C 


Date 


A Domain name 




Sel 


@ 


0 




14 Dec 2003 


f YourDomain.com 




li 



Click Mail to continue. 



spinsrrecicom 



| OK || ON 1 1 ON | DomainYourDomain.com 
Domain has no hosting. 



ON/OFF 



LOG MANAGER 



DOMAIN USER REPORT 



PREFERENCES 



DATABASES 



Resource Used 

Disk space OB 

Traffic 3B/\*3Tln 

Web users 0 



Allowed 

10.0MB 

Unlimited 
Unlimited 



Resource 

Mailboxes 
Mai! groups 
Autoresponders 



Used Allowed 



Enter your Email User Name. The system will append the "@yourname.com "- so you should not enter it here. 



Ocom 



Mailnames for domain Your Pom 



I LOG OUT | 
UP LEVEL 



ADD 
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8.2 Configuring your Email account 



spinsrreOcom 


Your Name | LOG OUT | 


Mail name j Your Name ( 


lyourdomain.com 


UP LEVEL 


ALIASES 


GROUPS 




l~~ Mailbox 

Old password: 
New password: 
Confirm Password: 


NONE 

Minimum 5 characters, no national characters, <> and <;> 




Mailbox quota 


rV Default (or domain (5000 KBytes) 
C Enter size: | KBytes 




I" Redirect 


l~~ Mail group 


L | ADD | 

[7 REMOVE 


Auloresponders attachment files 

Upload fib: |~~ Browse... | 


SEND FILE 


repository: 
1 Mail autorBsponders 


\ 

Tola) size: 0 

1 


U'MOVF 

ADD 


UPDATE 


1 CU " C ' ■•' C •' , - ~ " C - 1 



8.2.1 Password 

To change your password from the temporarily password provided when you requested your Domain Name Redi- 
rect - Enter a password of your choice and then enter it a second time to confirm. Your password must contain at 
least 5 characters and no special characters are allowed. 

8.2.2 Redirect 

When you create Mail accounts for info or support or billing you may want them to be redirected to another Email 
account. Click the check mark to the left of redirect and enter the Email address that you would prefer the Email was 
forward to. 

8.2.3 Auto Responders 

If you will be out of the office or just want to automatically send a response for every Email an account receives - 
new mail - click the box next to Mail Auto Responders and add your Responder Message. 

8.2.4 Update & Log Off 

You must select Update to save your changes and when you finish modifying your Email accounts you must Log Off 
of the server. If you do not Log Out and try to re-enter you will receive a message that your access is blocked. If you 
become blocked - you must wait 30 minutes before you will be able to regain access. This is a time controlled issue 
and contacting support will not reduce the wait period. 

8.3 Setting Up Client Email 

Email clients all use the same options. The following steps are for Outlook Express. If you are not using Outlook 
Express - refer to your email client help for how to access these settings. 

Open an email client such as Outlook Express 

Go to TOOLS - Accounts 

* Choose Add - Mail 

Enter a display name (doesn't really matter what you enter here) Click Next. 
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Enter your new email address - Click Next 

Enter mail.YourDomain.com for both Incoming and Outgoing servers. Be sure to use your actual Domain Name. 
* Account name and password should match the name and password set up in your mailbox. 
Click Finished 

9.0 Optional Services 

9.1 Additional Mailboxes and Storage 

Your SpinSite website service will to allow you to: create up to 5 mailboxes, 50 web pages and store up to 50 MB of 
uploaded images and documents. Optional services described in this section are available for an additional charge. To 
check current pricing please visit: 

http://www.spinsite.com/index.php?pageid=221 

To increase the number of mailboxes, pages or storage on your SpinSite account - send Email defining your needs to: 
support@spinsite.com. 

9.2 Online Store 

SpinSite's Online Store combines the easy to use SpinSite interface with an online inventory management system 
and shopping cart. The actual payment that you receive for the goods or services that you sell on your website will be 
processed through PayPal and it will be necessary for you to create a PayPal account. You will find links to PayPal in 
your Products Library. See section 9.1.2. 

To begin an online store click Products from the Site Options Tool Bar. This will open your Products Library which 
works very similarly to your Upload Library. See section 2.1.3 for additional information on working with images and 
libraries. 



0 « HIDE TOOLBAR 


SPUISITE TOOLS 


Click and Hold to Move Toolbar ■* <§> 




Site Options 


Page Options You Haw 




• EDIT YOUR PAGES 

• PREVIEW CHANGES 

• PUBLIC CONTENT 


Options Uploads Themes 


lit si Q 

Users Menus Produc 




| f) HELP AND SUPPORT 


□ 



9.1.2 Products Library 

Use your product library to add products and manage your inventory. The image below shows a library that has one 
product in place. 



SITE ADminiSTRATIOn tools 



The Product Library is where you will add, modify, or delete ait your products that 
you have for sale. Later, you will add these product items to pages on your site. 



Category Action: Rename Current Category i ) Q 



Purchases made on your site will be mucc through PayPal . You must visit PayPal to set up your account 
before accepting payments. 

Your PayPal email is set to lmiksch@mac.com . 
Click Here for PayPal options. 



Filter on Category: un categorized 

Marfc All | Gear A>| Dele La Marked j | Sal Category tor Marked j 





Image 


Item 


Price 


Action 




& 


Widget: This is a universal 
widget with 100's of uses. 


$19.95 


view/Modify - Delete 
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9.1.2.1 PayPal Options 
Instant Payment Notification 

Your PayPal account can be configured to notify your SpinSitc website when items are sold. On PayPal, this is 
referred to as Instant Payment Notification (IPN). If you use IPN with your website, all sale information can be avail- 
able in your Product Library, and item quantities can be adjusted automatically Otherwise, you must manually go 
to your Product Library and reduce the quantity 

Important: When you activate IPN in PayPal, all PayPal transactions will go through your website. If you attempt to 
sell items outside your website, in places like Ebay -the PayPal transaction will fail 

The email address you specify on this page must match the email address you are using for your PayPal account 

9A.2.2 Adding, Modifying and Deleting Products 

Clicking Add Product will open a new window - allowing you to add a new product. Clicking View/ Modify for an 
existing product will open the window you originally used to define your product with the current defining infor- 
mation intact. Edit any field by clicking into the field and revising your entry. 

Use the Add Product Window to define your product, the selling price, on hand quantity and images. When you 
have finished describing the product - click Save and Return or Save and Add Another Item to continue adding 
products. 



SITE ADfTliniSTRATIOn TOOLS 



r , — — 

Add a New Product to your Library. 

Use this page to create a product item. Later, you will navigate to a page on your site and add 
Product Items using the Add Content button. 







Product Name 












Short Description 
( 128 words or less) 












Long Description 








Product Images 

(choose up to four images from your 
Upload Library) 


Click Here to add an imaae 






Price 
















Shipping Cost 


You may leave this blank if you have set up 
shipping in PayPal. 






Shipping Comments 








Quantity on Hand 








An 'Add to Cart* button will be created for you automatically, and will be seen when you add 
this product to a page on your site. For additional options (such as color and size), log Into 
PayPal and go to 'Merchant Tools' to generate HTML for a Shopping Cart. 

Click Here to oaste HTML Generated from PavPal. 



Save and Return - Save and Add Another Item - Cancel 



Unlike the SpinSite Image library, Product Images are selected for display from the Product Configuration window. 
See section 9.1.2.3. 

9.1.2.3 Product Configuration 

The Product Configuration options work very similarly to the Text/Image Configuration options that are described 
in section 5.2. Working with Product Images are an exception to this statement. To choose a product image to 
display on a web page you will open the Product Configuration window instead of opening your Uploads Library. 
While Product Images take advantage of the Site Upload Library for uploading and management - you can not 
select images to display your products through the Upload Library as you can for all of the other images that are 
being used on your website. 
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Use the Product Configuration options to select an image, add a border, resize, choose alignment and select the 
Product Features you wish to display. 



Configure Component 



Widget 

This is a universal widget with 100's of uses. 


dick i 


nage for larger view 


$19.95 




\JAODTOCm | 



Product Display Options: 

Erder Width 
None t ) Q 




Image Options: 



changed in tru Product Library 



displayed. Product images can be 




Other Display Options: ^nT a ^ n options below to show or hid * various 



Title Description Price 


© Display 


Hide Description 


• Show Price 


0 Hide 


©Short Description 


Z Hide Price 




_ Long Description 




Save Options: 




g Remember Formatting Options 



• Ap p I y fo rmat tiny loth is it em only 
Q Apply formatting toall Other Product 
Items in this page row 



10.0 Support 

10.1 Online Help 

Throughout the administration pages, pop-ups, and dialogs, you will see question marks and help buttons. Click these 
when you have any questions about the purpose of a given option. There is also a Help button at the top of the page 
(when logged in as an administrator) that will bring up a Quick Start guide. 

10.2 SpinSiteFAQs 

Visit the SpinSite FAQ page. This page is constantly growing with tips and suggestions for helping you with various 
issues. You may also click the 'Click Here to ask your own Question' button. This is a handy way to quickly contact 
SpinSite support and development with specific issues. You can access SpinSite FAQs at: 

http://www.spinsite.com/index.php?pageid=324 

10.3 SpinTips 

When you created your site you were automatically registered to receive SpinTip Emails. These short Emails are 
designed to provide quick tips on how to perform various actions and tasks. Save these Emails for future reference. 

10.4 Email 

SpinSite Email support can be reached at: support@spinsite.com 
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10.5 SpinSitc Support Page 

Visit the SpinSitc support page at http://www < spinsite < com/index < php?menuid=69&pageid=203 

You will find links to the SpinSitc Discussion Forum, Feature Requests, and Problem Reporting forms on the support 
page. 



32 



